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Adobe Digital Signature Guide 
Step 1. Download the Approver Form to your Desktop 
Computer. 
 

 

Internet Explorer 
 

 

  Google Chrome 
 

 

  
Step 2. Open the form in Adobe Acrobat and fill out all 
mandatory fields. To digitally sign, click in the Facility 
Administrator (Signature) box. Please do not use the 
“Fill & Sign” option. This will change the fillable form 
into a non-fillable PDF, which won’t be accepted.  
 
If you cannot click in this box, you might have the form 
open in a browser window. Download the form first and 
save the form onto your desktop computer. 
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Step 3. If you already created a digital signature, you can 
select it here. If none is available, select the Configure 
New Digital ID button. 

 
  
Step 4. Select Create a new Digital ID option and select 
the Continue button.  
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Step 5. Select Save to File option and select the Continue 
button. 

 
  
Step 6. Fill in the fields and select the Continue button. 
 
Name: (Your legal full name) 
Organization Unit: (Optional) 
Organization Name: (Facility Name or Company Name) 
Email Address: (Your Email Address) 
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Step 7. Save your Digital ID location to your computer by 
selecting the Browse button.  
 
Create a password for your Digital ID. The pin/password 
must be a minimum 6 characters in length and select the 
Save button. 
 
 

 
  
Step 8. Select your Digital ID option and select the 
Continue button.  
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Step 9. Enter you Digital ID Pin/Password and select the 
Sign button.  
 
Please do not select the “Lock document after 
signing” option. This will change the fillable form 
into a non-fillable PDF, which won’t be accepted. 

 
 


